MATRIX AND DISKETTE SPECIFICATIONS

A. General Information

The matrix shdl conss of an dphabetized mailing list of creditors, equity security holders,
partners and other partiesin interest with complete names and addresses, including zip codes. Matrices
containing under 50 creditors may be submitted on either hard copy or on diskette. Matrices with
more than 50 creditors but less than 5000 must be submitted on diskette. Matrices with 5000 or more
creditors should not be submitted on diskette without prior court agpprova. A diskette must be
accompanied by a paper copy for verification. See generdly Loca Rule 2(c).

To enable ahigh volume of cases to be processed within limited time congraints, the computer
system in this court provides a procedure for the computerized processing of creditorslisted in each
casefiled. Creditors areinitially loaded into the computer database for each case in one of three ways:

1. by "scanning” the matrix supplied by the debtor at the time the case isfiled; or

2. by loading information from a diskette supplied by the debtor; or

3. by manud entry.

Scanning is a process that enables a deputy clerk to feed the matrix sheets into an optical
character reader (“OCR”). The OCR reads the matrix and tranamits the creditor information directly
into the system. After acaseis scanned or loaded by diskette, dl creditors on the matrix are available
for query, noticing or clams processng.

The specifications for submitting scheduled creditors on paper or diskette have been modified
asof July 1, 1995. MatricesM UST be produced using the specifications noted below. An incorrect
matrix or diskette will result in adeay in noticing the first meeting of creditors set for the case. Failure
to comply with these requirements will result in this matter being brought to the atention of the Court.

Amended matrices containing added parties only may aso be submitted on diskette,

B. Common Requirementsfor Both Paper and Diskette Submission:
1. Ligts should be typed in asingle column on the page.

2. Each block of name and address must consst of no more than five (5) totd lines, with at least
ONE BLANK LINE between blocks. Be sure the address is deliverable.

3. Each line must NOT exceed 40 charactersin length.

4, Do not use dl caps. Use both upper and lower case characters where appropriate.

5. Ligt the creditor's last namefirg, first name next, and middle initid. Do not includetitles. (i.e,



10.

11.

12.

13.

Mr., Mrs,, Ms,, etc.)

Zip codes must be on the last line, dong with the city and state. Use the standard 2 letter
abbreviations for states. Use capita |etters for state abbreviations (i.e., NJ). Do not use
periods to separate these initids (i.e., N.J.).

Use 9 digit zip codes as much as possible. Use a hyphen for nine digit zip codes. Use only
numbers for zip codes.

Do not use attention lines or account numbers on the last line (see item 11). Put these on the
second line following the creditor's name if needed. The account number should be listed on
the second line.
Do not include the following parties on your matrix: debtor, joint debtor, attorney(s) for the
debtor(s), U. S. Trugtee, trustees. They automaticaly will be included by our computer for
noticing.
Do not use the following symbols

% ° (thisisabackward apostrophe) ! # $ " * \ + ~[] () @|
Use"ATTN:" ingead of "c/0".
Use "PO Box" ingtead of "P.O. Box".

Do not put any other information on the matrix, such as heading, date, lines, page numbers, etc.
Use the back of the matrix for case information.



C. Paper Submission:

1.

10.

Matrices containing under 50 creditors may be submitted on either hard copy or on diskette.
However, the diskette must be accompanied by a paper copy for verification pursuant to Loca
Rule 2(c). (See*Diskette Submission” for specifications) The court encour ages attor neys
to use diskette submissions because of the accuracy of creditor data and efficiency of
court time.

Lists MUST betyped in one of the following standard typefaces or print styles:

@ Courier 10 Pitch

(b) Pregtige Elite

(© L etter Gothic

No letters should be closer than one (1) inch from any edge of the paper.

Case number and debtor's name must be listed on the reverse side.

Do not staple matrices.

Matrices should be inserted straight in the typewriter or printer. Do not remove the list and
reinsart it to complete the matrix.

Do not use onion skin, colored or half-sized paper, or erasable bond.
Make sure the matrix is clean and reads easily. Use of correction fluid or tape is unacceptable.
Submit only clear originals. Photocopies or carbon copies are unacceptable.

Printing from dot matrix printers or worn out typewriter or printer ribbons is unacceptable.

D. Diskette Submission:

All matrices with more than 50 creditors and less than 5000 must be submitted on diskette.

Matrices with 5000 or more creditors should not be submitted on diskettes without prior court
goprova. Submission by disketteis preferred by the clerk's office because it reduces the time involved
in adding creditors and ensures greater accuracy. Only one case may be included on each diskette.
Submitted diskettes will be kept with the case file folders at the court.

1.

2.

Follow the same ingtructions as you would to produce a paper matrix.

Matrices must be prepared using aMS-DOS IBM compatible PC.



Diskettes must be 3-v2" or 5-1/4" floppy, double dengty or high dengty.

Matrices must be assembled with a program that will produce ASCII text files such as aword
processor or text editor, or other programs with the capability of producing output in ASCI|
format. Sample programsinclude:

@ WordPerfect (process to save WordPerfect 5.1 document as ASCII file):

|. PressTextin/out (Ctrl/F5)
ii. Select DOSText (1)
iii. Select Save (1) to save thefileto DOStext format (ASCII);

(b) MicroSoft Word,
(© Lotus AMI PRO;

or any other word processor or editor (edit, etc.) with the capability of creating ASCII files.
Savethisdatain a ASCII format in afile named creditor.scn.

"Write protect” the diskette and label the diskette with the case name, attorney or law firm
name and address, contact person’s name and telephone number, and production date; file the
diskette with the petition. If you are mailing the petition, be sure the package is clearly labeled
s0 the diskette doesn't get damaged during shipping and handling. Use specid protective
diskette envelopes if possible. Diskettes that cannot be processed will be returned for
resubmission.

EXAMPLE LABEL.:
Debtor: John Doeg, Inc.
Fle creditor.scn 4/19/96
Attorney: John Lawyer
101 Judicid Dir.
Newark, NJ 07102
Contact: John Paralegd

(201) 555-1234

A paper copy of the matrix must accompany the diskette.
Only one case may be included in each diskette.

Diskettes should be scanned for viruses prior to being filed with the court.



EXAMPLE
CREDI TOR LI ST
[ pl ace debtor's name and case
number on back of notice]

Charles, Chris
232 S. Avenue
New Brunswi ck, NJ 07090-1111

Cooper, Dougl as
129 Wade Drive
Summit, NJ 07901-1001

Davi dson, Linda
25 Youngst own Rd.
Baltimore, MD 20982-2222

Dillards, Inc.

Acct. 2223-245583-228338
PO Box 23

Merrifield, VA 07090

Exxon, |[|nc.

Acct. 83095

PO Box 33

New Yor k, NY 10013

John Deere, Corp.

ATTN. Credit Departnent
ACCT: 90210

202 East Downer St.

Los Altos, CA 98102-2222

Johnson, Arnold
23 M. Rushnore Dr.
Ol ando, FL 32801

Keen, John
111 Wal nut St.
Newar k, NJ 07090

Lowe' s Lumber
Acct. 23555

PO Box 809

Edi son, NJ 07055

Mann, Joseph
123 Seneca PI.



Westfield, NJ 07022

McLean, Davi d
Box 3, Rte 1
St. Louis, MO 22234-1111



